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Professional Network Health Checklist

A practical, no-fluff guide for career switchers, consultants, managers, and early-mid career professionals who want to audit, strengthen,

and activate their network — with confidence and clarity.
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INTRODUCTION

Why Your Network Needs a Health Check

Most professionals build a network reactively — they connect when they need a job, a referral, or a favour. Then they go quiet. Months

pass. Relationships cool. And when the next opportunity or crisis arrives, reaching out feels awkward, transactional, even embarrassing.
Sound familiar?

Your professional network is one of your highest-leverage career assets. Research consistently shows that the majority of jobs are filled
through relationships, not job boards. Referrals convert faster, promotions come to those who are visible, and consulting pipelines are
built almost entirely on trust and reputation — both of which live inside your network.

The problem isn't that you don't know the importance of networking. It's that no one gave you a system to maintain it. This checklist
changes that. It gives you a clear, repeatable framework to assess where your network stands today, identify the gaps, and take targeted

actions that feel natural — not forced.

What You'll Walk Away With

e Aclear picture of your network's current health
e Prioritised action steps for the next 30 days
e Templates and prompts you can reuse every quarter

e Confidence to reach out — and be remembered
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MODULE 1

Audit: Know Where You Stand Today

Before you can strengthen your network, you need an honest picture of what you're working with. This isn't about counting LinkedIn

connections — it's about understanding the quality, diversity, and activity level of your professional relationships. A strong network isn't
large; it's intentional.

Use the checklist below to audit your network across five key dimensions. Be honest. This is for your eyes only, and the goal is clarity, not
judgement. Mark each item as Strong [74, Needs Work 1\, or Gap @.

Size & Reach
e | have 50+ meaningful professional connections
e My network spans at least 2-3 industries or functions

e |I'm connected to people senior, peer-level, and junior to me

Relationship Quality
e | have at least 5 people | can call with a genuine ask
e |'ve had a meaningful exchange with 10+ contacts in the last 6 months

e | know what's going on professionally with my top 10 contacts

Diversity of Nodes
e | have contacts outside my current employer/industry
e |I'm connected to at least 2 people in roles | aspire to

e My network includes connectors — people who introduce others

Visibility & Presence

e |shareinsights, content, or updates at least monthly

4

e My LinkedIn profile is complete and current

e When |l post, | receive engagement from my network

Reciprocity & Giving
e |'ve made at least 3 introductions in the past 3 months
e |regularly share useful resources, articles, or opportunities

e Peoplein my network reach out to me proactively

O

. Reflection Prompt: Which dimension scored lowest? That's your priority area for the next 30 days. Write it down before you
move forward.
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Map: Understand the Shape of Your Network

Not all connections are equal, and treating them as if they are is one of the most common networking mistakes. Once you've audited the

health of your network, the next step is mapping it — understanding who sits where in terms of closeness, influence, and strategic value.

This is where you move from quantity thinking to quality thinking.

Think of your network in three concentric circles — Inner, Middle, and Outer. Each ring demands a different level of effort and offers a

different type of return. Your job is to ensure each ring is populated intentionally and maintained appropriately.

INNER CIRCLE

5-10 people, deep trust
Mentors, Sponsors

OUTER CIRCLE ¢~

50-200 people, low-touch
Linkedin, Community

Inner Circle — 5 to 10 People — 201050

, People
These are your champions. They know
your goals, will advocate for you, and Warm relationships with periodic
give candid feedback. Invest time here: touchpoints. Former colleagues, industry
monthly check-ins, genuine support, peers, collaborators. Aim for a quarterly
celebrating their wins. This is your trust touchpoint — share an article, comment
bank. on their post, or drop a short note. Keep

the relationship alive without it being

forced.

. OUTER CIRCLE

50-200 people, low-touch
LinkedIn, Community

=t *MIDDLE CIRCLE

20-50 people,
periodic touchpoints
Industry Peers

~"« OUTER CIRCLE

50-200 people, low-touch
LinkedIn, Community

Outer Circle — 50 to 200
People

Awareness-level connections — people
who know your name and work.
Maintained largely through your public
presence: LinkedIn content, event
attendance, community engagement. Low
effort, high potential for serendipitous

opportunity.

[J  Worksheet Action: Open your LinkedIn or contact list right now. Name 3 people who belong in your Inner Circle. Are you

actively maintaining those relationships? If not, schedule a touchpoint this week.
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MODULE 3

Activate: Turn Cold Connections Warm Again

One of the most anxiety-inducing networking challenges is reaching out to someone after a long gap. You've been meaning to reconnect,
but the longer you wait, the more awkward it feels. Here's the truth: most people are delighted to hear from someone they've lost touch

with — as long as the message feels genuine and not purely transactional.

The key is to lead with value or curiosity, not with an ask. You're not begging for something; you're re-opening a conversation. The

following activation templates are designed for exactly these situations — adapt them freely to your voice and context.

The Genuine Check-In The Value-First Reach-Out

"Hi [Name], | saw your post on [topic] and it genuinely made "Hi [Name], | came across this [article/report/opportunity]
me think of our conversation back at [company/event]. Hope and immediately thought of the work you're doing in [area].
things are going well — would love to catch up briefly Sharing in case it's useful — no need to reply!"

sometime if you're up for it Best for: Middle circle contacts, industry peers, LinkedIn

Best for: Former colleagues, past collaborators, mentors connections you want to warm up.

you've drifted from.

The Honest Re-Introduction The Specific Ask (Use Sparingly)

"Hi [Name], I'll be honest — I've been terrible at staying in "Hi [Name], I'm [brief context — career change/new

touch, but I've been following your journey and genuinely project/exploring options]. You've always had a sharp
impressed by [specific thing]. 1'd love to reconnect and hear perspective on [topic], and I'd value 20 minutes of your time
what you're working on now." if you're open to a quick virtual chat."

Best for: When time has passed and you want to Best for: Inner circle only. Never cold-ask someone in your
acknowledge it without making it weird. outer circle.
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MODULE 4

Grow: Add the Right People Strategically

Healthy networks don't just maintain existing relationships — they grow deliberately. But indiscriminate connection-collecting is noise,
not strategy. Every new connection you add should have a clear reason: they bring a perspective you lack, they're in a space you want to

move into, they're connectors who will expand your reach, or they're at a stage you aspire to reach yourself.

Use this growth checklist to evaluate whether a new connection is worth cultivating and how to approach it with intention rather than

awkwardness.
High strategic need
/N
@
|dentify the Gap - What's Target the Right Person -
missing? 3-question filter
Poor fit € > Strong fit
Make Contact with Nurture the New
Context - Personalised Connection - Follow up
reason within 2 weeks
A\ 4

Low strategic need

The most effective way to grow your network is through warm introductions — asking someone in your Inner or Middle Circle to connect
you with someone specific. This converts a cold outreach into a warm conversation instantly. Before you ask for an introduction, always

ask yourself: have | done enough for this person recently that the ask feels balanced?

Where to Find the Right
People

e Industry conferences and

webinars

e LinkedIn communities and

comment threads

e Alumni networks (college and past
employers)
e Professional associations and

Slack groups

e Podcasts — guests you admire
often respond to thoughtful DMs
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MODULE 5

Maintain: Build a Sustainable Rhythm

The biggest reason professional networks decay isn't bad intentions — it's the absence of a system. Without a rhythm, even the strongest
relationships erode under the weight of daily priorities. The goal of network maintenance isn't to be constantly "on" — it's to create
lightweight, recurring touchpoints that keep relationships warm without making networking feel like a second job.

Here is a simple, time-efficient maintenance framework organised by cadence. The total time investment is roughly 30-45 minutes per
week — less than most people spend on passive scrolling.

Daily — 5 Minutes
e React to or comment on 2-3 posts from your Middle/Outer Circle

e Reply to any direct messages or LinkedIn notifications thoughtfully

e Celebrate a win you see — a new role, an article published, a milestone

Weekly — 15 Minutes
e Send 1-2 personalised check-ins to contacts you haven't spoken to in 60+ days

e Share one piece of useful content with your network (post, repost, or direct share)

e Review your calendar: did any meeting spark a follow-up you should send?

Monthly — 30 Minutes
e Schedule a call or coffee with 1-2 Inner Circle contacts

e Make at least 1 warm introduction between two people who'd benefit from knowing each other

e Add 3-5 new, intentional connections from your growth target list

Quarterly — 60 Minutes

e Redo the Network Health Audit (Module 1) to track progress

e Re-evaluate your Inner Circle — is it still the right five to ten people?
e Update your LinkedIn headline, summary, and featured section

e Identify 2-3 new names to pursue for strategic growth

| - 3 - JERR

[J U Pro Tip: Use a simple CRM — even a Google Sheet works. Track your top 20 contacts, last touchpoint date, and one personal
detail per person. This removes the mental burden of remembering everything and makes outreach feel thoughtful, not
robotic.
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REAL-WORLD APPLICATION

Case Study: Priva's Network Reset

Priya is a 34-year-old marketing manager with eight years of experience, looking to transition from a large FMCG company into a product
management role at a tech startup. She has 700+ LinkedIn connections but hasn't posted in over a year, rarely reaches out unless she
needs something, and feels she doesn't "know the right people" in tech.

Sound familiar? Here's how Priya used this checklist over 90 days to completely change the trajectory of her career transition — without

attending a single awkward networking event.

2
Month 1: Audit + Map Month 2: Activate + Grow Month 3: Maintain +
Priya completed the Network Health Using the Value-First Reach-Out Outcome
Audit and scored red on Diversity and template, Priya messaged 6 tech By month three, Priya had 3
Visibility. She mapped her connections professionals with relevant articles. 4 informational interviews with PMs at
into three circles — realising her Inner responded. She asked 2 Inner Circle startups, one of which led to a referral
Circle was entirely from her current contacts for introductions to product for an open Associate PM role. She was
employer. She identified 8 tech managers they knew. She began posting shortlisted. She attributes the outcome
professionals already in her Outer Circle weekly — short, specific observations not to luck, but to having built warmth
whom she'd never engaged with about marketing and product before she needed anything — exactly
meaningfully. intersection — and gained 200 new what this checklist is designed to create.

relevant followers.

"I didn't change who | was. | just got intentional about who | was staying in touch with — and why. The opportunities followed
naturally.”

— Priya, Associate Product Manager (formerly Marketing Manager)

Common Mistakes + Fixes

Common Mistake Why It Hurts The Fix

Only reaching out when you need something Feels transactional; people Build warmth in advance; give
disengage before you ask

Treating all connections the same Wastes time; no depth anywhere Use the Three-Circle Model to

prioritise

Waiting until you're "ready" to build a network Network building takes months, not Start now, even with 10 minutes per
days week

Connecting without context or personalisation Low acceptance rate; forgotten Always include a specific, genuine
immediately reason to connect

Measuring network health by connection count Creates false confidence; masks real Audit quality and activity, not just
gaps size
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QUICK REFERENCE

Your 30-Day Network Reset Plan

If you're starting from scratch or coming back after a long gap, this compact 30-day plan gives you a structured, low-pressure way to
rebuild momentum. Each week has a clear focus and no single task takes more than 15 minutes.

Week 1 — Audit & Map

e Complete the Network Health Audit (Module 1)

e Map your top 30 contacts into Inner, Middle, Outer Circles
e Update your LinkedIn profile: photo, headline, summary

e Identify your lowest-scoring audit dimension

Week 2 — Activate
e Send 3 personalised re-engagement messages using the templates from Module 3
e Comment thoughtfully on 5 posts from people in your Middle Circle

e Make 1 warm introduction between two people you know

Week 3 — Grow

e Apply the 3-Question Filter to identify 5 new people to connect with
e Send 3 personalised connection requests with context

e Post 1original insight or observation on LinkedIn

e Ask 1 Inner Circle contact for a warm introduction

Week 4 — Systemise

e Setup yoursimple Network CRM (spreadsheet or Notion)

4 e Schedule recurring calendar blocks for daily and weekly touchpoints
e Diarise your next quarterly audit (90 days from now)

e Celebrate: note what's shifted, even slightly, in the past 30 days

30 85% 3X 00

Minutes/week Jobs via referrals Faster response Days to momentum
All it takes to maintain a high- Percentage of roles filled Warm introductions receive Most professionals see tangible
quality professional network through relationships and responses 3x more often than network opportunities within
consistently referrals, not job boards cold outreach 90 days of consistent effort
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SUMMARY

Key Takeaways & Your Next Step

You've just completed a full audit of your professional network — from understanding its current health, to mapping its shape, activating
dormant relationships, growing it strategically, and building a rhythm to sustain it. That's not a small thing. Most professionals never get

this intentional about their network until a crisis forces them to. You've just skipped the crisis.

Here are your seven core takeaways to carry forward — return to these every quarter as a north star for your networking practice.

Your network is a career asset — maintain it like one.

Treat your professional relationships with the same intention you'd give a financial portfolio. Regular, small contributions

compound dramatically over time.

2 | Quality and intentionality beat volume every time.

Five deep, mutual relationships outperform 500 dormant connections. Focus your energy on the people who matter most to your

goals and values.

Give first. Always lead with value, not asks.

Every touchpoint is an opportunity to offer something — an insight, an introduction, encouragement. The more you give, the

more natural it feels to ask when you need to.

Consistency beats intensity every time.

Thirty minutes a week, every week, builds a stronger network than a frantic two-week effort every six months. Rhythm is
everything.

Your network should reflect where you're going, not just where you've been.

Audit for diversity regularly. If everyone in your network is from your current industry or employer, you are one redundancy away

from a very quiet phone.

6 | Warm introductions are your highest-leverage tool.

Stop sending cold messages and start leveraging the connectors already in your network. Ask for introductions generously and

make them generously in return.

Start before you need it. The best time to build your network was five years ago. The second
best time is today.

Relationships built in calm times carry enormous weight in turbulent ones. Don't wait for a job search or a career crisis to begin.

Start now, with one message.

[J 4/ Your One Next Step: Close this document and send one genuine, value-led message to someone in your network you
haven't spoken to in 90+ days. That single action is the beginning of a healthier, more active professional network. You've got
this.

PlanetSpark Professional Series — Practical resources for working professionals at every stage of their career journey. Save this checklist, revisit it every quarter, and

share it with a colleague who needs it.
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